
&EPA 

CURRENT FUNCTIONAL STATEMENT 

DIVISION: Office of General Counsel 

OFFICE: Immediate Office 

HEADQUARTERS OR REGIONAL OFFICE: Office of General Counsel 

ORGANIZATION HEAD: Kevin S. Minoli, Principal Deputy General Counsel 
Office of General Counsel 

REPORTS TO: 

FUNCTIONS: 

AviS. Garbow, General Counsel 
Office of General Counsel 

Immediate Office of the General Counsel. The General Counsel serves as the primary legal 
advisor to the Administrator; provides legal service to all of the organizational elements of the 
Agency with respect to all programs and activities of the Agency; provides legal opinions, legal 
counsel, and litigation support; and assists in the formulation and administration of the Agency's 
policies and programs as legal advisor. In Regions I and VIII, the General Counsel and the 
Regional Administrator will each actively participate in selecting the Regional CounseL For 
those regions, the General Counsel will be the final selecting official for the Regional Counsel 
position. In all other regions, the General Counsel consults in the selection of Regional Counsels 
with the Assistant Administrator for the Office of Enforcement and Compliance Assurance, who 
has the lead in selecting Regional Counsels. In addition, the General Counsel establishes and 
evaluates Regional Counsel performance standards, pursuant to 40 CFR 1.31, and consistent 
with the January 8, 1990 written agreement between the Office of General Counsel and OECA. 
The Principal Deputy General Counsel and Deputy General Counsel assist the General Counsel 
in carrying out the duties of the Office of General Counsel, including providing for the internal 
programs, financial planning, and the human resources administrative operations. 

Ethics Staff. Under the supervision of the Principal Deputy General Counsel, who also serves 

as the Designated Agency Ethics Official, this unit provides legal counsel and other services to 
the Agency on federal ethics and conflict of interest, Standards of conduct, and professional 
responsibility. The staff issues ethics guidance and policies, provides litigation support, and 
develops and delivers training. 

FOIA Expert Assistance Team (FEAT). Under the supervision of the Principal Deputy 
General Counsel, who also serves as the Senior Counsel" for the Freedom of Information Act 
(FOIA) Expert Assistance Team (FEAT) and advises on all legal issues pertaining to selected 



FOIA requests that have been determined to be most complex and/or potentially sensitive 
requests received across the Agency. Utilizing an extraordinary breadth ofFOIA knowledge and 

experience, together with in-depth organizational and external awareness, the team provides 
advice and guidance to the highest echelons of management within the Agency. 



&EPA 

PROPOSED FUNCTIONAL STATEMENT 

DIVISION: Office of General Counsel 

OFFICE: Immediate Office 

HEADQUARTERS OR REGIONAL OFFICE: Office of General Counsel 

ORGANIZATION HEAD: Principal Deputy General Counsel 
Office of General Counsel 

REPORTS TO: General Counsel 
Office of General Counsel 

FUNCTIONS: 

Immediate Office of the General Counsel. The General Counsel serves as the primary legal 
advisor to the Administrator; provides legal service to all of the organizational elements of the 
Agency with respect to all programs and activities of the Agency; provides legal opinions, legal 
counsel, and litigation support; and assists in the formulation and administration of the Agency's 
policies and programs as legal advisor. In Regions I and VITI, the General Counsel and the 
Regional Administrator will each actively participate in selecting the Regional Counsel. For 
those regions, the General Counsel will be the final selecting official for the Regional Counsel 
position. In all other regions, the General Counsel consults in the selection of Regional Counsels 
with the Assistant Administrator for the Office of Enforcement and Compliance Assurance, who 
has the lead in selecting Regional Counsels. In addition, the General Counsel establishes and 
evaluates Regional Counsel performance standards, pursuant to 40 CFR 1.31, and consistent 
with the January 8, 1990 written agreement between the Office of General Counsel and OECA. 
The Principal Deputy General Counsel and Deputy General Counsel assist the General Counsel 
in carrying out the duties of the Office of General Counsel, including providing for the internal 
programs, financial planning, and the human resources administrative operations. 



&EPA 

PROPOSED FUNCTIONAL STATEMENT 

DIVISION: Office of General Counsel 

OFFICE: Ethics Office 

HEADQUARTERS OR REGIONAL OFFICE: Office of General Counsel 

ORGANIZATION HEAD: Senior Counsel 
Office of General Counsel 

REPORTS TO: General Counsel 
Office of General Counsel 

FUNCTIONS: 

Ethics Office. Under the supervision of the Senior Counsel, this unit provides legal counsel and 
other services to the Agency on federal ethics and conflict of interest, Standards of conduct, and 
professional responsibility. The staff issues ethics guidance and policies, provides litigation 
support, and develops and delivers training. 



&EPA 

PROPOSED FUNCTIONAL STATEMENT 

DIVISION: Office of General Counsel 

OFFICE: FOIA Expert Assistance Team (FEAT) Office 

HEADQUARTERS OR REGIONAL OFFICE: Office of General Counsel 

ORGANIZATION HEAD: Senior Counsel 
Office of General Counsel 

REPORTS TO: General Counsel 
Office of General Counsel 

FUNCTIONS: 

FOIA Expert Assistance Team (FEAT) Office. Under the supervision of the Senior Counsel, 
this unit provides legal counsel on all issues pertaining to selected FOIA requests that have been 
detennined to be most complex and/or potentially sensitive requests received across the Agency. 
Utilizing an extraordinary breadth ofFOIA knowledge and experience, together with in-depth 
organizational and external awareness, the team provides advice and guidance to the highest 
echelons of management within the Agency. 



Current Structure for the Office of General Counsel 

Atr and Radtatton 
Law Offtce 

Alternahve Dtspute 
Resolution Law 

Offtce 

Operational Control 

Ctvtl Rtghts and 
Fmance Law Office 

lmmedtate Offtce 

Cross-Cuttmg Issues 
Law Office 

' 

I 

Resource 
Management Offtce 

General Law Offtce 
Pesttc1des and Toxtc 

Substances Law 
Offtce 

• Current structure: The Principal Deputy General Counsel is the supervisor for 22 employees. 

Water Law Offtce 

I 

• Ethics and FEAT do not approve time and attendance or conduct employee performance evaluations. 

Solid Waste and 
Emergency 

Response Law Offtce 



Proposed Structure for the Office of General Counsel 

lmmed<a!e Off<ce 

Operational Control 

• Proposed structure: The Principal Deputy General Counsel supervises 16 employees instead of 22 employees. 

FOIA E•per1 
ASSIStance 

Team (FEAT) 
Off1ce 

• Ethics Office and FEAT Office will have supervisory responsibilities including approving time and attendance and conducting 
employee performance evaluations. 



&EPA REORGANIZATION PROPOSAL 
The Reorganization Proposal form must be completed, signed by your Assistant Administrator/Regional 
Administrator, and submitted to Troy Box ton, OARM, Office of Human Resources, Policy, Planning and 
Training Division and to your designated HR Shared Service Center Representativevia email for review. 
Please complete this form in its entirety and submil with all requiredlocuments and approvals; forms are 
available at http://intranet.epa.gov/ohrlprograms/reorg/start.lum If you It ave any questions regarding 
completion of this form, please see page 2 for Troy's contact information 

A. CONCISE STATEMENT OF CHANGE 

1. Provide an executive summary that succinctly explains the proposed change(s) (one 
paragraph or less). 

The Office of General Counsel (OGC) is requesting an administrative change to our 
organizational structure. This administrative change will not impact the fimctional 
responsibility for the offices. The change will establish the Senior Counsel position in both 
the FOIA Expert Assistance Team (FEAT) Office and Ethics Office as first-line supervisors. 
Both supervisors will have the ability to provide effective oversight for their employees and 

shoulder the administrative task of approving timecards and leave, travel, and training 
requests. Supervisory and related managerial duties will occupy 25 percent of the 
incumbent's time. Therefore, this change will benefit the critical use of the Principal Deputy 
General Counsel's time and attention towards legal and environmental issues. This 
proposed action will transition administrative tasks to the first-line supervisors, thus creating 
a more efficient staff and a high performing organization. 

2. Describe the title(s) of the unit(s) affected. N/A 

3. Explain the change purpose (e.g., whether the change is due to a new legislative authority, 
new program authority or shifts in program emphasis). 

The change will realign administrative responsibilities to its appropriate directorates, thereby 
reducing the overall number of employees reporting directly to the Principal Deputy General 
Counsel (PDGC). 

4. Discuss the progress to date based on communications with level approvers and discussions 
with stakeholders, unions, SSCs, etc. 

All parties are on board with the proposed reorganization. Our plan is to work with the 
unions to secure their support. We will hold a meeting with all parties and discuss the 
purpose of the reorganization/administrative change and gain their concurrence. 

Describe the benefits of this change(s) to the agency (e.g., increased accountability, 
enhanced communication and coordination, improved efficiency). 
The reorganization/administrative change will reduce the workload/span of control for the 
PDGC and increase the supervisors' accountability for their employees. This change will 
ensure that OGC remains a high-preforming organization ready to address the needs of the 
agency. 

5. Is there an impact between AAIRA offices, between offices within an AA office or between 
Regional divisions? This change will not affect the AAIRA offices. The change is internal 

Page I of3 



&e'A REORGANIZATION PROPOSAL 
to the Office of General Counsel's Immediate Office. 

B. ANALYSIS OF IMPACI' ON PERSONNEL 

I. Will there be an impact on the supervisor-to-staff ratio at the AAship!RAship level? 
(Contact your HRO/PMO for the current ratio). 0No lXJ Yes 

• If yes, please explain and include your present AAship/RAship supervisor-to-staff ratio 
1:12 and the proposed AAship/RAship supervisor-to-staff ratio 1:11. The Principal 
Deputy General Counsel supervises 16 employees instead of 22 employees. 

2. Will thls proposed reorganization: (a) Eliminate positions; (b) Cause a reduction in force; 
(c) Change how ~sitions are graded; (d) Add new functional units; or (e) Support a 
VERANSIP? X No DYes 

If yes, please explain. 

3. Will there be an impact on the diversity of the organization? l2Q No UYes 
If yes, please explain. 

c. ADMINISTRATIVE ISSUES (Failure to address all administrative issues may result in a delay in the 
implementation of the reorganization.) 

1. Will there be any physical moves of staff? ~No DYes 
If yes, please explain. 

2. Will new space be required? [2g No DYes 
If so, have aU technical (computer, telecommunications, etc.) needs been assessed? 

3. Will the reorganization require new information systems/technologies, or significant changes 
to existing ones, and (if so) has it been acquired? IXJ No0Yes 

If yes, please explain. 
4. Will there be any budgetary impacts? If yes, please explain in detail. li!No0Yes 
5. 

D. EPA DIRECI'IVES 

I. Will any Delegations of Authority, Orders or Manuals be affected? ~ No OY es 
If yes, please explain and attach the directive affected. 

E. A TI ACHMENTS (Use the forms provided) 

1. Staffing Plan Crosswalk (Use Staffing Plan Template). Contact your servicing HR SSC for 
information (Do not include social security numbers). 

2. Current Organizational Chart. 

3. Proposed Organizational Chart (Must include all Orf!anization levels). 

4. Current Functional Statement. 

5. Proposed Functional Statement (Must include all reporting levels). 

Page 2 of3 
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~EPA REORGANIZATION PROPOSAL 
,\ssistant Administr:ltor/RcJ!ion:tl Atlrninish·:tlor Appnwal 

~;line: :\,·j S. (;:u·huw Title: (;cm·r:~l Cuunscl 

Signatun•: y ~ (., I. I Datt·: 1/7 7 /1&-, 

liunmn_ Resources Officc/Progr:un Man:agcmcnt Office l~evicwed 

~anu·: Knli:! E. l.:tttimorc, Title: Di•·cctur. HcsuuJ·cc :\lana~cmcnt Office 

SiJ!naturc: v. £ ~-,.,\·~ . - JvJ\....12 D:llc: 9/~0/' /(p 
I Iuman Resources ~t;u·cu Scn·icc.· Center Appro\':tl (Certifies Receipt of this rackage) 

!\ anu:: :\.n-un lll'lm Tille: Director. !Iuman Resources ~·J:m:l~cmcnt 
~' .. " r :' .... 1 .. ' 1 Tc.,, I (y l>h·isiun A. l. 

. I)'\(. 

' Signature:: 
~ 

., 
7/.11/1{. / l>:tlt: 

Cunt:tct lnfunn:ttiun: 

Tru~ Box ton. ~ lanngcnl\.'lll .\nalyst 

Orlic~ or :\dministr.ttinn and RcsourC\.'S \ la n:tg\.'lllL'lll 

Onin· ot' I Iuman Rcsoun.:cs 
Poli~:;.. l'l:mning and Training ()j, isil\ll 

\\ 'orklitr~.=c !'Ianning Br.111d1 
1200 l'~_·m~:-~ h ani:l .-\' t:IIUL'. :\. \\' . 

Room 1-t 19 \\'.ll' 1-:a:-.t .\IC-.1600:\ 
\\'ashingtou. D.C ::?0·160 
Oflicc: t:~!l2) 56..J-7..J 11) 

Fa:-. : f :!02 1 :'f•..J • 192X 
hl>'\ltlll.lr<l\' t!..fl~ 



STAFFING PLAN CROSSWALK FORM 

ORGANIZATION NAME: HQ, Office of General Counsel 

PROPOSED: IMMEDIATE OFFICE- COOOOOOO 
(A) (B) (C) (D) (E) (F) (G) (H) 

Current Org Current Name Current Position Proposed Position EmpiiD Realign Notes 
Code Acronym Title/Series/Grade Title/Series/Grade (L)/Reassign 

(If Changed) (R)/No Change 
(NC) 

cooooooo 10 A vi Gnrbow General Counsel EX-0905-00 30181 NC 

cooooooo JO Kevin Minoli Principal Deputy General 1155 NC 
Counsel ES-0905-00 

cooooooo 10 Stacey Mitchell Deputy General Counsel ES- 33902 NC 
0905-00 

cooooooo JO Stacey Sublett Special Counsel AD-0000-00 2333298 NC 

cooooooo 10 Ethan Shenkman Deputy General Counsel ES- 33941 NC 
0905-00 

cooooooo 10 Monique Patrick Program Specialist GS-0301- 19250 NC 
IJ 

cooooooo 10 Gail Jones Program Specialist GS-0301- 23356 NC 
12 

cooooooo 10 Carla Veney Program Specialist GS-0301- 8186 NC 
13 

cooooooo 10 Marna McDennott Associate Deputy General 20917 NC 
Counsel GS-0905-1 5 

cooooooo 10 Jonathan Rackoff Senior Counsel for 2332372 NC 
Congn."Ssional Affairs 

PROPOSED: FOIA Expert Assistance Team FEATI Office- CKOOOOOO 
(A) {B) (C) (D) (E) (F) (G) (H) 

CurrentOrg Current Name Current Position Proposed Position EmpiiD Realign Notes 
Code Acronym Title/Series/Grade Title/Series/Grade (L)!Reassign 

(lfCbnged) (R)/No Change 
lNCl 

cooooooo FEAT Becl..-y Dolph Senior Counsel (FEAT), SL- 15798 L Proposed ORG Code:CKOOO()()(J 
Office 0905-000 

cooooooo FEAT Peter Bennes Attorney-Adviser GS-0905-11 2333304 L Proposed ORG Code:CKOOOOO<: 
Office 

cooooooo FEAT Cheryl MacKay Attorney-Adviser GS-0905-14 24218 L Proposed ORG Code:CKOOOOO~ 
Office 

cooooooo FEAT Denise Walker Attorney-Adviser GS-0905-14 2332312 L Proposed ORG Code:CKOOOOOC 
Office 

cooooooo FEAT Joan Moumbleaux Government lnfonnation 2333711 L Proposed ORG Codc:CKOOOOO~ 
Office Soccialist GS-0306-14 



PROPOSED· Ethic.s Office-CJOOOOOO 
(A) (B) (C) (0) (E) (F) (G) (H) Current Org Current Name Current Position Proposed Position EmpiiD Realign Notes Code Acronym Tillc/Scries/Grade TillcJScries/Grade (L)/Reassign 

(If Changed) (R)INo Change 
INC\ cooooooo Ethics Justina Fugh Semor Counsel SL-0905-00 7915 L Proposed ORG Code:CJOOOOOO Office 

cooooooo Ethics Daniel Fort Ethics Officer GS-0301-15 18060 L Proposed ORG Code:CJOOOOOO Office 
cooooooo Ethics Vera Keith Ethics Officer GS-{)301-14 30016 L Proposed ORG Code:CJOOOOOO 

Office 
cooooooo Ethics Jeanne Duross Attorney-Adviser GS-0905-14 28063 L Proposed ORG Code:CJOOOOOO 

Office 



EPA ORGANIZATION CODE CHANGE REQUEST FORM 
(11/2015 Edition) 

Proposed Effective Date: August 22 2016 
REGIONIAASHIP:OGC 
Instructions: Please complete the Organization code change form and forward it as part of the final reorganization package (without the examples). All requested changes will be review d 
by the agency's reorganization team for conformity with system code change procedures. Failure to provide this information may delay processing of this request. There must -.a line for 
each Type of Change. Deleted organizations will be inactivated and the Current Organization Name and Organization Code needs to be provided. New organizations start at Type of Cha .g 
with "New Organization" and fill in the rest to the right. Please provide the City and State, "Duty Location" of the new organization. When Renaming organizations, If it changes in the 
organizational level then that organization can not be changed. It needs to be listed as a Delete and a New Organization created with the new name. Renamings stay at the same level in t 
organization heirarchy. 

TYPE OF CHANGE 
CURRENTORG (click on the cell drop NEWORG NewOrg NewOrg 

CURRENT ORGANIZATION NAM~ CODE2 down for change type) NEW ORGANIZATION NAM~ CODE2 (optional) CITY STATE 
Office of General Counsel cooooooo Washington DC 
FOIA Expert Assistance Team (FEAn cooooooo New 0!9_anization FOIA Ex~>_ert Assistance Team (FEAn Office CKOOOOOO Washington DC 
Ethics Staff cooooooo New Organization Ethics Office CJOOOOOO Washington DC 

NOTE: 
1 Organization Name Is a 37 characters field. If the new description Is longer than that it will be abbreviated. 

2 Of!ianizaUon Code is a 8 character fteld In Alpha/Numberic formal 

RED - Delete Org, BLUE - Rename Org, GREEN - New Org 



United States Environmental Protection Agency I. DUTY LOCATIO:"' 12. POSITION NUMBER 
POSJTJON DESCRJPTIOIY COVERSHEET Washin!:lton, OC 

3. CI.ASSlFICATlON ACTION: a. Reference of Series and Date of Standards Used to Classify this !'osition 

b. Title c. Pay Plan d. Series c. Grade f. CLC 
Official 

Allocation Senior Cot.llls:-:.1 (Ethics) SL 905 00 
4. Supervisor's 

SeniorC., ... "~I (Ethics) Sl 905 00 Retommendation 
S. ORGANIZATIONAL TITLE OF POSITION (if any) 6. Ni\ME OF El\tPLOYEt; Senior Leader Justina C. Fugh 
7. ORGANIZATION (Give complete organizational breakdown} c. 

a. U.S. ENVIRONMENTAL PROTECTION AGENCY f. 

b. 
Office of General Counsel 

g. 

c. 
Ethics Office h. Employing Office Locntion 

d. i. Organi;,.ntion Code 
CJOOOOOO 

8. SUPERVISORY STATUS 

0 121 Supervisor or Manager. Position requires the exercise of supervisory or managerial responsibilities that mccL at least, the minimum requirements 
for application of the General Schedule Supervisory Guide (GSSG) or similar standurds for minimum supervisory responsibility specified in other 
position classification standards. 

fi 141 Supervisor. Position meets the definition of Supervisor in 5.U.S.C. 7103(a}( 10), but docs not meet the minimum requirements for application of the 
GSSG. 

0151 Management Official. Position meets the definition of Management Official in 5.U.S.C. 7103CaXII ). but docs not meet the GSSG definition of 
Supervisor/Manager or the definition of Supervisor in 5.U.S.C. 71 OJ( a)( I 0). 

0161 Lead Position lends a team performing one·grode interval work und meets the minimum requirements for applicntion of Part I of the Work Leader 
Grade Evaluation Guide (WLGEG) or is under a wage system and meets similar minimum requirement~ as spcci lied by those job standards or other 
directives of the applicable pay system. 

0 171 Team Leader. Position leads a team performing two-grade interval work and meets the minimum requirements for application of Port ll of the WLGEG. 
0 181 All Other Po5itions. (>osition docs not meet any of the above definitions. This is a non-supervisor/non-managerial position. 

9. SUPERVISORY CERTIFICATION I certify that this is an u~urntc sllltcmcm of the major duties and responsibilities of this position and its organi7.ational 
relationships and that the position is ncccss:uy to carry out govcmmcm:11 functions for \\1uch I am responsible. The certt!ication IS made with the knowledge that this mformnuon tsto be used for statutory purposes relating to appointment and JXIymcnt of public funds. and thnt false or misleading statements may constitute violations of such statutes or their imolemcntinl! rcl!ulations 
a. Typed Name and Title of Immediate Supervisor d. Typed Name and Title of Second-Level Suprn·isor 
Kevin S. Minoli, Prinicipal Deputy General Counsel AviS. Garbow, General Counsel b.s;ilc2L c. Date ~ Signature r. Dale 

<{,j z ~J;c. ~~ /'/.q,//6' ) -- -
10. OFI''ICIAL CLASSIFICATION CERTIFICATION: 1 cert1fy thntth1s posiuon has been classificdlgrndcd as n:qun'Cd by Tttlc s. U.S. Code. m confonnancc wnh standards published by the U.S. Office of Personnel MonoRcmcnt or. if no published standards apply directly. consistentlv wnh the most applicable published standnrds. 
a. Promotion Potential 
if '11tis position has no promotion potential 0 If position develops as planned and employee progresses satisfactorily, this position has known 

promotion ootcntiol to ~de: 
b. PSB Risk Designation c. Financial Disclosure Fonn d ... Identical, Additionlll" {lA) e. FLSA Oetcnnination f. Functional 
0.1 Low 0 OGE-450 Required Allocation This position 0 NONEXEMPT Jili EXEMPT* Classification 
0.2 Moderate 0 OGE-278 Required 0 may be IA'ed ("check exemption category) Code 
D. 3 lligh 0 No financial disclosure 0 may not be lA 'cd 0 Administrative 
Security Clcamncc forms required 0 is limited to current incumbent ~Professional 0 Executive 
Required: 0 Yes 0 No 
~· Bai'J!aining h. Check, if applicable: i. Classjfi~r's Signature j. Dale 
Unit Code 0 Mcdicnl Monitoring Required 

Kl,~oli, <f:j~/1& 8888 0 Extromural Resources Management Duties (___% oflimc) 
PDGC 0 ll1is pOsition is subject to random drug tcstinJ:: (_ . ) 

II. REMARKS 

: EPA l·orm 3150.1 (Rev 812009) Pn:v10us VersiOns arc Obsolete 



Senior Counsel for Ethics (SL 905-00) 

INTRODUCTION 

This position is located in the Office of General Counsel, Ethics Office. The incumbent 
serves as the Alternate Designated Agency Ethics Official (ADA EO) and advises on all legal 
issues pertaining to federal government ethics, professional responsibility, the Stop Trading on 
Congressional Knowledge (STOCK) Act, the Emoluments Clause of the United States 
Constitution. and the Hatch Act. Pursuant to 5 C.F.R. 2638.202(b), the incumbent serves in an 
acting capacity in the absence of the Designated Agency Ethics Official (DAEO). Utilizing an 
extraordinary breadth of ethics knowledge, the incumbent provides advice and guidance to the 
highest echelons of management within the Agency. 

SUI,ERVISORY CONTROLS 

Incumbent receives broad general direction and policy guidance from the Principal 
Deputy General ~ounsel/DAEO. Incumbent exercises independent judgment, initiative, and 
discretion in areas of responsibility. Incumbent is given wide latitude in preparing legal opinions 
and decisions. Recommendations are usually tantamount to final Agency decision, and work is 
reviewed only for consistency with Agency policy, precedential effects, and overall quality. 

MAJOR DUTIES AND RESPONSIBILITIES 

The incumbent assists the DAEO in coordinating and managing the Agency's overall 
Ethics Program as described in 5 C.F.R. Part 2638. The incumbent is the alter ego to the DAEO 
for: (I) serving as liaison with the Office of Government Ethics (OGE); (2) reviewing and 
certifying public financial disclosure reports and implementing OGE's INTEGRlTY.gov system: 
(3) initiating and maintaining ethics education and training programs; and (4) monitoring 
administrative actions and sanctions. In this role. in the absence of the DAEO, or as directed by 
the DAEO, the incumbent reviews and certifies the financial disclosure reports of Presidential 
nominees to agency positions submitted prior to Senate confim1ation. This responsibility is not 
redelegable further. 

The incumbent's specific duties include assisting the DAEO and serving as the alter ego 
to the DAEO, as appropriated, to ensure: (I) coordination with the Office of Government Ethics 
regarding the Agency's ethics program; (2) maintenance of an effective system and procedure 
for the collection, filing, review, and, when applicable, public inspection of the financial 
disclosure reports as required in the Ethics in Government Act and other applicable statues and 
regulations; (3) proper maintenance of all financial disclosure reports filed throughout the 
Agency, including in INTEGRITY, and effective and consistent review lor conlom1ance with all 
applicable laws and statutes; (4) development, maintenance and publication within the Agency of 
a list of circumstances or situations which have resulted or may result in noncompliance with 
ethics laws and regulations; (5) development and implementation of an education program for 
agency employees concerning all ethics and standards of conduct matters consistent with 
applicable laws and regulations; (6) development and implementation of a counseling program 



lor agency employees concl!ming all ethics and standards of conduct matters including post

employment: {7) maintenance of appropriate records on advice rendered; (8) prompt and 

ciTcctivc action. including administrative action <tnd remedies. as necessary. umkrtaken for 

violations or potential violations of standards of conduct. filing or financial disclosure reports. 

potential or actual conllicts of interest disclosed on financial disdosurl! reports. or potential or 

actual violations of other h1ws goveming the conduct of EPA \.:mployees: {9) periodically 
evaluation or the J\gcncy·s standard of conduct regulations. linancial disclosure systems and 

post-employment enforcement systems to dctenninl! their adequacy and c!Tcctiv~:ncss in rdation 

to current J\gcm:y responsibilities: (I 0) review or information dcvdoped by the Offit:e of 
lnspcctor General (OIG) or any other audit group to <ktermine whether such information 
discloses a need lor revising Agency standards or conduct or lor wking prompt correetivl.! action 

to remedy al:tual or potential conflict or interest situations: (II) utilization or the services or the 
OIG. when appropriate. including rdcrmlto and acceptance or matll.:rs from the office: ( 12) 

maintenance of a list or persons tu whom delegations uf mnhorily an: made pursuam to 5 C.F.R. 

* 2638.204(a): and ( 13) prompt and cc>mpkte provision or any information required by the 

Ollicc of Government Ethics. 

The incumbent is responsible tor overseeing the day-to-day aspects of the Agcncy·s 

ethics program. including. but not limitct.lto: (a) dealing with inquiril!s lh.Hn the public and 

from mt!mbers and committees oi"Congrc.:ss regarding ethics matters: (h) coordinating thc 

activities or Deputy Ethics Officials (DEOs) pursuant tl> 5 C.F.R. § 263~.204: (c) managing the 

public financial statement filing and n:view process ami implementation ofiNTEGRITY. and the 

collection and rcvh!w of confidential linancial reports by the OEOs: (d) preparation or reports 
required by the Office of Government Ethics: (c) coordinating with the Department of.lusticc·s 
Ollicl! of Legal Counsd. the Office or Go,·crnml.!nt Ethics and other appropriate agencies 

regarding the Ethics Progr~un. including any litigation regarding the l:thics Program: (I) relcrring 
possible violations oflm\ or wast~. fr;md and abuse to the Onicc oflnspcctor General (OIG) llS 

rcquirct.l or as appropriate: and (g) assisting OIG investigations with infbrmationun the ethit::> 

laws and regulation$. or reeomml!ndations on possible t.lisdplinary or remedial action following 

OIG reports of investigation. 

The incumbent is responsible lor proving day-to-t.lay direction. oversight and 

management of the Ethics Oflicc. Supervisory and related managcriHI duties will occupy less 

than 25 percent of the incumbent"s time. 

The incumbent serves as thi.! lead on coordimlling and assigning day-to-day ethics 

activities and work assiunments to other ethics office stan·. Incumbent idcntilics and assesses 

ethics issul!s and dctern;incs the work to be handled hy ethics staff: including issues to be 
addressed and their relative priority. in consultation with starr members and the DAEO. as 

appropriate. lncumbcnt revkws and coordinates the "mk of ethics staff consistent with the 

experience and ability or l·ach swrr member. The incumbent also provides feedback w stuff Oil 

assigned tasks to ensure the delivery or t:onsistent. t:\lhercnt. and sound ethics mh·icc. Incumbent 

consults with the DAEO on issues relating to pcrrormam:e. promotions. ami awards. and keeps 
thL· DAEO inlorrncd or significant ethics and ~•dministmtiw program management issues. 



. . . 

QUALIFICATIONS 

Incumbent must have an LL.B. uml J.D. degree from an accredited law schonl: must be 

admitted to practice before the highest ClHirl ,.r u State. \ l.S. territory. the District of Columbia. 

or the Commonwealth of Puerto Rico: and must maintain ~•ctivc swtus as a member of the bar of 

one of these jurisdictions. The incumbent must ha\'e substantial experience in provic.ling legal 

advice and coum;cl at EJ> A. other Federal or st:nc agencies. or private prac..:ticc. In addition. the 

incumbent must possess facility in oral and written expression. and the ability tn produce u large 

volume of written work in a short period of time. Finally. the im:umbent must possess the ability 

to deal ciTectivcly and tactfully with members of the public..: and with EPA employees at all levels 

regarding matters of the greatest personal sensitivity ami confidentially. 



United States Environmental Protection Agency I. DUTY LOCATION 12. POSITION NUMBER 
POSITION DESCRIPTION COVERSHEET WashinQton. DC 

3. CLASSIFICATION ACTION· a. Reference ofSerks and Date of Standards Used to CI:~SSify this Position 

b. Tille c. Pay Plao d. Series c. Grade f. CLC 
Official 

Allocation Senior Counsel FOIA Expert Assistance Team (FEAn OffiCe SL 0905 
4. Supervisor's 

Senior Counsel FOIA Expert Assistance Team (FEAT) Office SL 0905 Recommendation 
S. ORGANIZATIONAL TITLE OF POSITION (ifnny) 6. NAME OF EMPLOYEE 
Senior Counsel (FEATO) BeckY Dolph 
7. ORGANIZATION (Give complete organizational breakdown) c. 

8. U.S. ENVIRONMENTAL PROTECTION AGENCY f. 

b. 
Office of General Counsel 

g. 

c. 
FOIA Expert Assistance Team (FEAn Office 

h. Employing Office Location 

d. i. Organization Code CKOOOOOO 

8. SUPERVISORY STATUS 

0121 Supervisor or Manager. Position requires the exercise of supervisory or managerial responsibilities that meet, at least. the minimum requirements 
for application of the General Schedule Supervisory Guide (GSSG) or similar standards for minimum supervisory responsibility specified in other 

rit4J 
position classification standards. 
Supervisor. Position meets the definition of Supervisor in 5.U.S.C. 7103(a)( 10), but does not meet the minimum requirements for application of the 
GSSG. 

0 (SJ Management Official. Position meets the definition of Management Official in 5.U.S.C. 7103(a)(ll). but does not meet the GSSG definition of 
Supervisor/Manager or the definition of Supervisor in 5.U.S.C. 7103(a)(IO). 

0161 Lead Position leads a team performing one-grade interval work and meets the minimum requirements for application of Part I of the Work Leader 
Grade Evaluation Guide (WLGEG) or is under a wage system and meets similar minimum requirements as specified by those job standards or otJtcr 
directives of the applicable pay sySiem. 

0171 Team Leader. Position leads a team performing two-grade interval work and meets the minimum requirements for application of Part II of the 
WLGEG. 

0 181 All Other PoJitlons. Position does not meet any of the above definitions. This is a non-supervisor/non-managerial position. 

9. SUPERVJSORY CERTIFICATION I cenity that thi• is nn accu1111e statement of the major duties and responsibilities of this position and its organizational 
relationships and that the position is necessary to carry out governmental fWlCtions for which I am responsible.. The cenilic:otion is made with the knowledge that this 
informauon is to be used for statutory purposes relating to appointment and payment of pubhc funds, and that false or misleading statements may constitute violotioru of such 
statutes or thetr Implementing re~tulations. 

•· Typed Name and Title of Immediate Supervisor d. Typed Name 1nd Tille of Second-Level Supervisor 

Kevin S. Minoli, Principal Deputy General Counsel Avi S. Garbow, General Counsel 

~S~·c~ 
c. D1te 

•. s~~ 
f. Date 

y}z~/lt ;; pt{tS 
10. OFFICIAL CLASSIFICATION CERTIFICATION: I cenity thatthts position has been ci:ISSifiedlgraded os required by Title 5, U.S. Code, in conformance with 
standards published bv the U.S. Office of Personnel Mana11ement or. if ~published standards aooiY directly. consistently with the most applicable oublished standards. 
a. Promotion Potentill 
iii' Tit is position has no promotion potential 0 If position develops as planned and employee progresses satisfactorily, this position hns known 

promotion potential to grade: 
b. PSB Ri5k Designation c. Financial Disclosure Form d . .. Identical, Additional" (lA) e. FLSA Determination f. Functional 
Ql Low 0 OGE-450 Required Allocation This position 0 NONEXEMPT liZf EXEMPT* Clauification 
Q 2 Moderate li1f OGE-278 Required 0 may be IA'cd (*check exemption cntegory) Code 
0 , 3 High 0 No financial disclosure 0 may not be lA 'cd 0 Administrative 
Security ClclllllJlce forms required 0 is limited to current incumbent [;(Professional 0 Executive 
Required: 0 Y cs 0 No 
~· Bargaining b. Check, if applicable: ~"•u ~7;-y,& Unit Code 0 Medical Monitoring Required 

8888 0 Extrnrnuml Resources Management Duties(_% of time) ~Minoli, PDGC 
0 This position is subject to random dru~t testing (. J 

II. REMARKS 

EI'A Form 3 J 50-I (Rev 812009) Prevtous Vcrstons llte Obsolete 



I. INTRODUCTION 

Senior Counsel (FEAT) 
SL-905 

This position is located in the Office of General Counsel, FOIA Expert Assistance Team 
(FEAT) Office. The incumbent serves as the Senior Counsel for the Freedom of Information Act 
(FOIA) Expert Assistance Team (FEAT) Office and advises on all legal issues pertaining to 
selected FOIA requests that have been determined to be the most complex and/or potentially 
sensitive requests received across the Agency. Utilizing an extraordinary breadth of FOIA 
knowledge and experience, together with in-depth organizational and external awareness, the 
incumbent provides advice and guidance to the highest echelons of management within the 
Agency through the Agency's FOIA Expert Assistance Team Office. 

fl. SUPERVISORY CONTROLS 

The incumbent receives general direction and policy guidance from the Principal Deputy 
General Counsel. Within this framework, incumbent is responsible for the direction and 
implementation of the FOIA Expert Assistance Team (FEAT) Office. Duties are performed with 
a maximum level of independence, subject to review for attainment of overall objectives and 
compliance with broad policies. 

Ill. DUTIES AND RESPONSffiLITIES 

The incumbent's specific duties include assisting the Principal Deputy General Counsel 
and acting on behalf of the Principal Deputy General Counsel to ensure the most complex and/or 
potentially sensitive FOIA requests received across the Agency are managed effectively and 
efficiently and in compliance with the Freedom of Information Act, 5 U.S.C. § 552, as amended, 
implementing regulations and applicable policy and guidance. In performing these duties, 
incumbent will provide oversight and technical direction to the FOIA Expert Assistance Team 
(FEAT) Office in: 1) reviewing all incoming FOIA request received by the Agency (11,000 
requests/year); and 2) identifYing those request that, due to the nature of the information 
requested, will benefit from enhanced coordination and oversight in light of the scope of the 
request, the number of offices holding documents potentially responsive to the request, the 
potential sensitivity of the information requested or other unique factors. 

The incumbent will: I) interface with the highest echelons of management (i.e. Deputy 
Associate Administrators/Deputy Regional Administrators) in the organization responsible for 
managing the response to the selected requests; 2) worth the designated senior managers in 
the responsible organizations to provide counseling, training, quality assurance, and technical 
advice in responding to the selected requests; 3) ensure coordination of all releases of 
information with senior leadership of the Office of Public Affairs, as appropriate; 4) work with 
senior leadership of the Office of Intergovernmental Relations to ensure coordination of 
information released in response to selected FOIAs with information provided in response to 
requests from Congress. 

The incumbent serves as the first line supervisor for the FOIA Expert Assistance Team 
(FEAT) Office. As such, the incumbent is responsible for: planning and assigning work; 
evaluating performance; approving timecards and leave, travel and training requests; 
identifYing training needs and supporting employee development and; hearing and resolving 



complaints. Supervisory and related managerial duties will occupy less than 25 percent of the 
incumbent's time. 

The incumbent shall develop, cultivate and maintain close working relationships with 
senior leaders in program and regional offices, including Deputy Assistant Administrators, 
Deputy Regional Administrators, and Regional Counsels, to ensure the effective utilization of the 
FOIA Expert Assistance Team (FEAT) Office. The incumbent will exercise leadership to 
establish and maintain the FOIA Expert Assistance Team (FEAT) Office as a focal point in the 
oversight and management of highly complex and/or sensitive FOIA requests. 

The incumbent performs other duties as assigned that are associated with the executive 
leadership ofthe Office of General Counsel. 

IV. QUALIFICATIONS 

The incumbent must have a LL.B or J.D degree from an accredited law school; must be 
admitted to practice before the highest court of a State, U.S. territory, the District of Columbia or 
the Commonwealth of Puerto Rico; and must maintain active status as a member of the bar of one 
of these jurisdictions. Incumbent must have significant experience in providing legal advice and 
counsel at EPA, other federal, state, or local agencies, or in private practice. 


